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This supplement implements and extends the guidance of Air Force Instruction (AFI) 33-112, 25 Febru-
ary 2001. Air Reserve Personnel Center (ARPC) supplementary material is indicated by “(ARPC)” in
boldface type. Clarifies local procedures on inventory, signatory responsibility, and receipt of equipment
at ARPC. Describes ARPC procedures to be used in conjunction with the basic instruction. This supple-
ment adds Attachment 5 (Added), Appointment of Computer Equipment Control Officers (ECOs).

6.12. Sample appointment letter for ECOs can be found at Attachment S (Added).

6.15. (Added) The Deputy Director of Communications and Information (SC) is the ARPC Communica-
tions and Information Systems Security Officer.

7.8.1. (Added) All software that is no longer being used (i.e., superceded) and/or of no use to any other
Department of Defense agency will be destroyed by ARPC/SCMH. This policy only applies to unclassi-
fied software.

7.8.2. (Added) The following methods will be used for destroying the software:

7.8.2.1. (Added) The hard shell will be removed and the film will be cut into four pieces for the 3.5-inch
floppy disks.

7.8.2.2. (Added) The entire disk will be cut into four pieces for the 5.25-inch floppy disks.
7.8.2.3. (Added) CD will be scratched using the sharp end of the scissors and then broken in half.
7.8.2.4. (Added) Software licenses will be shredded using a minimum 1-inch shredder.

7.8.3. (Added) After destruction a memorandum for record (MFR) will be generated, itemizing the soft-
ware destroyed and the date at which time it was destroyed. The Automatic Data Processing EC and one
other person will sign the MFR and ARPC/SC will be provided a copy for filing.

10.2.1. ARPC/SCMH will work with the Directorate ECO to coordinate the receipt, installation, and
inventory of all equipment.
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10.2.7. ARPC will comply with AFRC’s guidance.

10.2.12. The Orderly Room (MSQA) and Civilian Personnel Office (MSC)screen out-processing person-
nel against list of ECs and notify ARPC/SCMH to ensure accomplishment of joint physical inventory and
proper clearance.

10.2.13. Training must be documented and conducted by the local EC or alternate. A DD Form 1556 is
processed to track training.

10.2.30. (Added) ARPC/IT Plans and Policies Division (SCX) Resource Manager signs for all computer
systems and related peripherals to ensure a clear chain of receipt from the warehouse (initial load point) to
ARPC/SCMH.

10.2.30.1. (Added) ARPC/SCX signs for computer systems and/or peripherals at warehouse.

10.2.30.2. (Added) ARPC/SCMH receives equipment, then ECO inputs equipment information into
Information Processing Management System (IPMS), creates labels, provides labels to ARPC/SCMH
technicians, and ensures label is attached to equipment.

10.2.30.3. (Added) The responsible directorate EC signs for equipment when installed.

11. Equipment Custodians. Sample appointment letter for ARPC ECs can be found at Attachment 6
(Added).

11.5. Directorate ECs sign AF Form 3215 or ARPC Form O-7, SC Installation Checklist, accepting new
equipment as well as assigned accountable computer systems.

11.13. Excess equipment is transferred to the warehouse and IPMS is updated and coded as excess com-
puter equipment until proper disposal can be completed.

12. Systems Administrator. (SA) In ARPC this function is performed by the Work Group Administra-
tor, supervised by the Workgroup Manager. All configuration and training is conducted in ARPC/SCMH
to ensure the entire range of 3A AFSC is trained.

13.3. In ARPC the Information Protection Branch (SCMD) is contacted.

14. Security. In ARPC the Director of SC is the Designated Approval Authority (DAA) for all informa-
tion processing equipment. Prior to connecting any computer system resources written approval is
obtained after a thorough technical and security review. Information processing address is scanned and
results are documented and maintained by ARPC/SCMD.

16. Air Force Infrastructure Support Contracts. Most information processing equipment with a few
exceptions is provided by AFRC. Local purchases are made by ARPC/SCX following the guidance of this
AFL

18.1.1. All equipment is approved by the DAA and CSO. All equipment is installed by ARPC/SCMH
working closely with the Network Control Center (SCM) and the Directorate ECs to ensure accountabil-
ity is maintained at all times.

18.1.2. All ARPC users and tenant organizations are serviced by ARPC/SCMH and the ARPC/SCM to
ensure standardization across ARPC. Some unique software applications are serviced by subject matter
experts (TBAS, PBAS, ABSS, etc.).

18.1.2.1. Local procedures are established as Technical Training Procedures. A “ghost image” (Symantec
Corporation) is created and scanned to ensure local security is in compliance with AFIs. This ghost image
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is updated as required (patches, service packs upgrades, security settings, etc.). The new ghost image will
have been approved by the DAA.

18.1.2.3. All new systems in ARPC are installed by ARPC/SCMH staff only.
18.1.2.4. All supervisors and managers are advised to contact the ARPC/SCMH for any assistance.

18.2.1. An AF Form 3215 is filled out in order for equipment to be moved in ARPC and is relocated by
ARPC/SCMH.

18.2.2. In ARPC the AF Form 3215 or ARPC Form O-7 is signed, dated, and name of EC clearly written
in the technical solution area to ensure accountability is maintained at all times.

19. Use of Computer Systems. Commander’s Policy Letter 02-09, Personal Computer (PC) Use, gives
ARPC guidance for use.

23.5. (Added) Implemented in ARPC as Defense Reporting Activity Account (DRA) 5297 and tracked
by the ARPC ECO. Tenant organizations with additional DRAs are the Reserve Pay Office, Reserve
Recruiting Liaison, Area Defense Counsel, and Bayaud Industries.

25.1. ARPC/SCX is the receiving agent for all IPMS related equipment. All required equipment is added
to IPMS and properly annotated.

27.1. All maintenance calls for ARPC are accomplished by ARPC/SCMH.
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Attachment 5 (Added)

APPOINTMENT OF COMPUTER EQUIPMENT CONTROL OFFICERS

DEPARTMENT OF THE AIR FORCE
HEADQUARTERS AIR RESERVE PERSONNEL CENTER

23 May 2003

MEMORANDUM FOR HQ AFRC/SCMB
155 Second Street
Robins AFB GA 31098-1635

FROM: HQ ARPC/SC
6760 E Irvington Place #6500
Denver CO 80280-6500
SUBJECT: Appointment of Computer Equipment Control Officers (ECOs)

1. The following individuals of the Air Reserve Personnel Center (ARPC) are appointed as
ECOs for DRA 5297 for Denver CO, in accordance with AFI 33-112.

NAME GRADE FUNCTION
Wigton-Gurule, Marilyn L. GS-07 Primary
Robinson, Donna M. GS-07 Alternate

2. This letter supersedes all previous ECO appointments.

irector, Communications and Information
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Attachment 6 (Added)

APPOINTMENT FOR INFORMATION TECHNOLOGY (IT) EQUIPMENT
CUSTODIAN/ALTERNATE

DEPARTMENT OF THE AIR FORCE
HEADQUARTERS AIR RESERVE PERSONNEL CENTER

23 May 2003
MEMORANDUM FOR ARPC/SCM
FROM: HQ ARPC/SC
SUBJECT: Appointment for Information Technology (IT) Equipment Custodian/Alternate

1. The following individuals are appointed to serve as IT Equipment Custodian/Alternate for
ARPC/SC, Account 0040.

Primary: George Hewett, GS-7, SCMC, 6-6282
Alternate: Janelle Strickland, GS-6, SC, 6-7726

2. This letter supersedes all previous EC appointments.

irector, Communications and Information
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K.C. McCLAIN, Colonel, USAF
Commander
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